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MEMORANDUM

TO: All Managers and Supervisors

FROM: Cindy Francisco
Safety Coordinator

DATE: May 30, 2001

SUBJECT: SAFETY MEETING IDEAS -- JUNE 2001
                                                                                                                                    

Suggested issues to discuss during your next meeting are:

1. Monthly Checking of Fire Extinguisher

In order to be prepared in case of a small fire, California Code of Regulations, Title 8
§ 6151.(e) (2) requires that portable fire extinguishers be visually inspected monthly.
That means that someone is to check each fire extinguisher to ensure that they have
not been tampered with and that the gauge is pointing to the "green area" which
indicates that it is properly charged.  There is a tag on the extinguisher that should
be initialed each month by the inspector.  Employees should be assigned to specific
extinguishers to perform this task.  At 1001 I Street, the Property Management
Company is responsible to maintain the fire extinguishers.

2. Be Careful About Identity Theft

It's a terrible thing that even a person's identity can be violated.  Victims of identity
theft must act quickly to minimize the damage. It is very important to keep good
notes of all conversations and records of all correspondence with your financial
institutions and law enforcement agencies, including a log of the names, dates and
telephone number of persons you contacted. You also should confirm the
information in writing. Sending your letters by certified mail, return receipt requested,
will provide you with a record of your correspondence.  The California Attorney
General's office offers a helpful guide and helpful telephone numbers for victims of
identity theft on their website:  http://caag.state.ca.us/identity.htm.   Basically, you
should:
Ø Report ID theft to major credit bureaus.
Ø File a police report with the local police where the identity theft occurred.
Ø Contact all creditors.
Ø Obtain a free copy of your credit report, monitor it regularly.
Ø Contest bills that result from identity theft.

http://www.arb.ca.gov
http://caag.state.ca.us/identity.htm


Ø Notify DMV of misuse of driver's license number.
Ø Report stolen checks and stop payment immediately.
Ø Report stolen ATM cards and change passwords immediately.
Ø For suspected fraudulent change of address, notify the local postal inspector.
Ø Report misuse of social security number by calling the Social Security

Administration.
Ø For suspected misuse, cancel long distance calling card accounts.
Ø For missing or fraudulent passports, notify the US State Department.

3. Water Dangers

Swimming is healthy and sure beats the heat, but it can also be dangerous.  Read
the attached brochure "Swimming for Fun and Health" to minimize the risks.

Document your meeting by using Form HS-1 "Safety Meeting Report" which I have
attached for your convenience.  This can also be used, if you choose, to route the
information to each employee.  This record should be kept in your files for one year.




